Approved For Release 2005/07/25 : CIA-RDP70-00211R000500250018-9

MEMORAREUM FORs
SUBSECT: Nomination of | ror Papexwork Mansgement Awerd
1. I nominatel | CIA Records Administration

Officer, as & candidate for the AGrinistrative Mansgement Society Paper-

work Management Award. | |was recrulted 15 years ago to establish

and dsvelop a records mansgement Progxram. This task has been osrried on
with profeseional excallence and he has besn most effective in promoiing
the management of papervork in the Central Intelligence Agency.

Following are soms highlights of his sccomplishments in the Agency Frogram.

2. Description of Accomplishment.
/| Bgtablishing, Aeveloping and promoting an outstanding papervork

management program in the Central Inielligence Agency during the past

15 years. This involved the eelsction and recuritment of highly qualified
personnel to head up major pghaases of the program. It involved ths task of
uttmgayamwmmnummmmmam%amwm
yrecsdonts vers avallable for managament of intelligence records. The
traditional reluctance to disposs of records was dominant, and conventional
ransgenent practices were ofien aireicolt and frustrating to initiate
because of systems and procedures mculw to the nseds of iizmliatmt

h

work. Despite these and other ohtsélea the program moved forvard. A

major fector in plonsering and achieving this success was| |

conviction thet one should speak softly but carry & nesdle rather than &
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big stick. Over the years the needle has proved effective in evading
internanine, buresucratic hesd-knocking, and in pricking the conseclence

of thoae who had to admit to m good thing vhen it was demonstrated.

kceompliahment represents & classlc msnsgement case study
1llustrating the sffectiveness of the "soft sell”. No other approsch
could have succeeded.
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Tz ogran 1s Agancy vige end has mi
e scope of this W

menlty.
impact within the United Btates Tntalligence Board Co

Lk, Resulisl o
prance’ Toyp mensgement has scceyted and sncouraged
Soce
as an integral part
development and continuing operatinn of the progrsn &

PPPRISRP: IR Y e A
' (Ao ;
of Agency administration. ( 1

i

, ' tive esvings
gavings: For the period 1955 « « 196l the cumils

: elemsnts.
astail on these savings 1s glven below under the programn

~ 5
Records Crestion! Savings veslized from the Forms, Beport .
rospondence Frograns amounted to §817,506. In the Forms MANSZOMEN
S ings Were aues largely to he eliminstion of urmscessary
J— ::;‘hion of others and the coordination of forms deslgn with
forms, CODAC. ,

y
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in & mejor area of the Agancy, and savings wers realized in correspondence
praparation by sponsoring the use of Ietterex and form letiers.

Racords Maintenance: Highlights of sccomplishments in the
fielde of filing systens, squipment and supplies include savings of
$275,694 by substituting shelf filing for other equipment, and savings of
more than $60,000 through utilimation of surplus filing equipment. EHend-
books on Bublect ¥iling and Equipment and Bupplies have been issued and
used throughout the Agency. Types of file folders stocked by the Agency
have been reduced from Sk to 6.

Racords Disposition: The major fsctor contributing to savings
in this £iald was construciion of an Agsncy Archives and Records Canter.
?‘n}.unﬁlo office space and squipment were ma%?r transfer of inmctive
records. To date more then 55,000 cubic feet of records have besn destroyed
at the Center in accordance with existing records control schedules.
Cumlative destruction in offices totals more than 110,000 cublc fest.
About 95.4% of al) Agency records are covered by schedules.
Permanent records were reduced from 25% to 5.8% over & period of
ton years.
Yim Becords Program: The assential records required by this
Agency in an smergency are mnnged by jereparstion of Vital Records Imposit
Schedulen. Thass schednles provide for the oréerly daposit, recall, up-
dating or destruction of msterial. A Vitsl Records Repository was
established in 1951 snd wes later combined with the Records Center. This

action saved over $109,000 in equipment and sslaries.

3
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% Antlcipated Beswtts. « oo s g o [l
Interagency Agreeménta: One important problem thet mmst be
solved by the paperwork mmnager in an intelligence agency is how to
control the growth of lerge reference collections, "‘. :ﬁ}uﬁ n} 0 this

X 2

Froblen involves the whole intelligence commnity. has
sponsored and promoted two interegency agreemsnta within the USIB
Commnity that are aimed at & solution. Both sgremments have been
presented to and endorsed by the Comdttee on Pocumentetion, USIB. One
fgreemsnt calls for destruction of insctive material received from other
Agencies and reliance on the Agency of record for any future refarence
needs. In CIA this has reeulted in destruction of 3000 cubic fest of
racords to date that would otherwise have baeen retained indefinitely.
Future accumilations will be eligible for destruction. The second agree-
ment provides for esteblishment of a central records facility in the new
Federal Records Center to be constructed at Buitland, Maryland vhere ine
active intelligence products and releted documants will be stored by VBIB
Community Agencies. Tais sction is also saimed at controling growth of
reference collections by spotiing duplicats holdings for destruction, as

well ss assuring preservastion of record coples for the Community. This
Plan for centralisation of records aleo has implications for the field
of sutomatlion.
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